Company Name


Training & Documentation Specifications Checklist

	Component
	Requirements

	PLANNING
	(These are items that should be done during the planning stage of a capital project) 

	Training Overview/Outlines
	· Individual Course overview/outlines for  each job category, listing content wanted on each
· Generic course overview to review

	Needs Assessment
	· Oral
· Oral, but followed up with that information in writing

· Written

· In-person discussion

	Terms of agreement

(Partnership Agreement)
	· Verbal agreement
· Written agreement, after discussion

	Proposal
	· Using the attached template
· Any format is acceptable as long as it included the required information
· Not required

	Training Schedule
	· We will prepare the schedule (we being the end-user)
· We prepare after a joint discussion

· OEM supply a “preferred schedule” flow

· Training will be informal as time permits

	Training Documentation
	

	Manuals
	· Any format
· Indexed binders

· Customized document for each group to be trained

· Content must include (ex. Cover page, table of contents, equipment overview including labeled diagram in the front, etc.)

· May want to specify font size, style

	Job Aids
	· Troubleshooting guide
· Equipment blowup (labeled)

· Changeover SOP

· List other required

	Troubleshooting Guide
	· List style required - 3 level matrix – problem, cause, solution) or 2 level matrix – problem and solution
· May specify how it could be – (size, laminated, spiral bound, attached to equipment?)

	Sign-in Sheets
	· Required (your standard form or theirs) may list what should be on them (name, shift, position, level of completion, comments etc.)
· Not required

	Reference Materials


	· List where you want them listed (Ex. Separate, at back of manual etc.)
· Mention types of reference materials required/desired 

	Evaluation Format
	· Not required
· Type required (written evaluation, course feedback, performance checklist, etc.)

	Instructor’s Guides
	· Require trainers guides be furnished (these would be for the use of internal trainers) Few OEMs have these available but can prepare them for an extra charge)
· Not required 

	General Guidelines
	

	Material Dates/Authors
	· All materials should be dated and the author should be listed. If there is a revision date that should also be listed.
· Manuals should reflect the actual equipment NOT a generic manual.

· Date alone is fine

· No dates/authors needed

	Font Size
	· If you have a preference, mention it. (Ex. No smaller than 12 font size, style should be Arial, Verdana, etc.)

	Pictures
	· May want to stress the importance of having frequent pictures, diagrams, layouts, electrical drawings etc.
· May want them is a special format, especially for engineering diagrams (P&IDs, AutoCad vs. 

	Graphics
	· If you have special graphics that you want included make sure you mention that.
· List what type of graphics you prefer
· Emphasize that all graphics should reflect the exact equipment being installed.

	Binding
	· Spiral bound
· Binders with labeled tabs
· Stapled

	Electronic Format
	· List the platform you want documents in (MAC, PC and what level as the minimum – WORD XP?)
· List type of copies required (CD, DVD, Video, Internet)

	Icons
	· Introductory page listing all icons in the book and their definitions
· Safety icons – ANSI, ISO, or Harmonized

· Do you want icons or not? Do you have some standard one you want included

	PowerPoint
	· Do you require a PowerPoint?
· Do you want a copy of all Power Points used on a CD, DVD  or thumb drive etc?

	Definitions
	· Do you require a definition of terms in the beginning
· Do you want a page dedicated to equipment parts and what they do along with a labeled picture?

	Instructor/Delivery
	

	Instructor


	· Is the instructor PMMI certified? Other certification?
· Do you require a resume?

· Do you want dedicated trainers

· As you Ok with a tech that is installing and training?

	Delivery Methodology
	· Lecture
· Hand-on

· Simulator

· Internet - based

· Blended (all of the above

	Course/Instructor Evaluation
	· Do you have a standard form?
· Do you require that they leave you a copy?

· Is their form OK?

	Certification
	· Do you want a formal certification process?
· Do you require certificates of completion

	Follow Up Recommendation
	· Verbal – instructor + training contact
· Verbal + written

· Follow Up visit to observe skills

· Follow Up training (focused on skills that need reinforcement) 6 weeks, 3 months?


Documentations

	Component
	Requirements

	General Guideline
	

	Cover
	

	Introduction
	

	Instruction
	

	
	

	
	

	
	

	Specific Content 
	

	Operators
	

	Product Overview
	

	Safety – Features, icons, precautions and procedures
	

	Parts of equipment
	

	Theory/Sequence of Operation
	

	Operating Procedures
	

	HMI Navigation
	

	Troubleshooting
	

	Cleaning Procedures
	

	
	

	
	

	
	

	
	

	
	

	Mechanical Maintenance
	

	Safety
	

	Systems/Operation Overview
	

	Operating Controls? HMI Navigation
	

	Operating Procedures
	

	Set-up & Calibration
	

	Changeovers
	

	Lubrication
	

	Preventive Maintenance
	

	Spare Parts List
	

	
	

	
	

	
	

	
	

	
	

	Electrical Maintenance
	

	Safety
	

	Systems/Operation Overview
	

	Operating Controls/HMI Navigation
	

	Operating Procedures
	

	Set-up & Calibration
	

	Programming
	

	Removal & Replacement Parts
	

	Electronic Changeovers
	

	PLC Architecture & Strategy
	

	PLC Component Troubleshooting
	

	Basic Robotic Theory
	

	Preventive Maintenance
	

	Spare Parts List
	

	
	

	
	

	
	

	
	

	
	

	
	



Training & Documentation Specifications

To assist you in understanding our technical training and documentation requirements, the following chart has been prepared. It lists specific components and the recommended guidelines for each. If you have questions or need clarification please contact:

	Component
	Requirements

	PLANNING
	

	Training Overview/Outlines
	Training Outline/overviews should include course title, time, number in class, prerequisite skills, topics to be covered, evaluation procedures and any special requirements for the class. There MUST be a course overview for each group (ex. Operators, mechanics, etc.)  to be trained.

	Needs Assessment
	Vendors should conduct a needs assessment with the training contact to ensure the training meets our needs.

	Terms of Agreement

(Partnership Agreement)
	Training contact and vendors should discuss and put in writing the expectations of one another, joint expectations, specific goals and how to handle any confusion/conflict during training.

	Proposal
	A formal training proposal must be presented inclusive of the following items: Project name, learning objectives, deliverables, timeline/schedule, cost, contact information, training overviews. Costs should be itemized by labor hours, T&E and materials.

	Training Schedule
	Include a preferred training schedule if you have one. A joint discussion will be conducted before we prepare the final schedule.

	Training Documentation
	

	Manuals
	All manuals should be modular and indexed/tabbed to include only the needed content for the participants for each training group. There should be a cover page with the title and product name, number and a picture; a table of contents and in the information/content described below. Each job classification should have a manual appropriate to their job responsibilities and reading level.

	Job Aids
	Job aids may include One Point Lessons, SOPs, job breakdowns, charts etc. They should include a picture and be 1 or 2 pages.

	Troubleshooting Guide
	An independent TS guide should be included in the training for use on the line. They should be laminated, small and one should be attached to the equipment. Laminated, spiral bound 5x7 or 6x8 are preferred.

	Sign-in Sheets
	Sign in sheets should be maintained and a copy given to the assigned project training coordinator. It should contain title of class, instructor, equipment name, date and time of the class on the top For the participants there should be a space for them to fill in their name, shift, and position. Instructor should fill in completion status, comments and overall follow-up recommendations.

	Reference Materials
	All reference material should be included at the end of the book but reference should be noted within the training document as they appear.

	Evaluation Procedures
	ALL training should have learning objectives and evaluation procedures to determine the status at the end of the class. This may be a written and/or oral evaluation BUT MUST always include a performance-based component. A copy of the feedback/results of these evaluations should be given to the training coordinator.

	Instructor’s Guides
	If requested, a trainers manual for internal trainers should include all the content of the normal manuals but also delivery hints, lesson plans and any media to be utilized.

	General Guidelines
	

	Material Dates/Authors
	The documentation preparation date must always be on the documents provided, as well as the author’s name, if available.

	Font Size
	Font size for all documents should be no smaller than 12. Suggested fonts include Ariel, Garamond, and Tahoma. Do NOT use Times New Roman because it is not as clear as the others mentioned.

	Pictures & graphics
	Pictures and graphics are important to understanding. Use pictures of the actual equipment being delivered NOT generic ones. Typically there should be one at least every 3 pages, if not more. They should be clear, well labeled (name, arrows) and of high quality resolution.

	Binding
	If the manuals are long they should be in a 3-ring binder, If they are small they can be a stapled handout or spiral bound.

	Electronic Format
	Content should be in a Microsoft product, preferably WORD. All hard copy documents should be accompanied by 2 electronic copies.

	Icons
	Icons should be listed in the beginning of the book with an explanation of each. Safety icons should be in the Harmonized format.

	PowerPoint
	A copy of any PowerPoint prepared and utilized should be left with the training contact for future use/reference.

	Definitions
	A definition of terms and parts of equipment should be included in the front of the book. A labeled reference picture should also be present.

	Instructor/Delivery
	

	Instructor
	Instructors should be experienced on the equipment and preferably be PMMI certified. Instructors should NOT be attempting to install and train at the same time. A dedicated trainer is much more effective.

	Delivery Methodology
	Delivery should stress “hands-on” – typically a 80/20 rule applies. (80% hands-on, 20% classroom)

	Certification
	If available, a certificate of successful completion should be prepared for each participant.

	Course/Instructor Evaluation
	A class feedback sheet should be administered for each class delivered. A copy should be left with the training coordinator.

	Follow Up Recommendation
	The class instructor should meet with the training coordinator and discuss follow up recommendations. It should be both verbal and written.


Documentations

	Component
	Requirements

	General Guideline
	

	Cover
	Cover should include the name of the class, a picture of the exact equipment, the name and model number and the document date/author.

	Introduction
	Introductory information should include: Table of contents, terms/definitions, picture of the equipment with labeled parts and an arrow showing the product flow.

	Instruction
	Specific learning objectives should be included in the front of the manual/training.

	Specific Content 
	

	Operators
	

	Product Overview
	An overview of the equipment including the appropriate level of “theory of operation” with pictures showing product flow should be included.

	Safety – Features, precautions and procedures
	Safety should be at the beginning of the session and reinforced throughout the training. It should include, safety icons/symbols, practices/procedures, LOTO, PPE, alarm codes etc. The icons should reoccur throughout the manual, as appropriate.

	Theory/Sequence of Operation
	This should be appropriate to the group to be trained.

	Operating Procedures
	These are critical to an effective manual. Participant’s should have the opportunity to practice these on the equipment and then demonstrate them to the instructor to ensure the skills have been learned. Performance checks are key.

	HMI Navigation
	Labeled HMI screens should be included in the manual.

	Alarm Codes
	

	Troubleshooting
	

	Cleaning Procedures
	

	Mechanical Maintenance
	

	Safety
	

	Systems/Operation Overview
	

	Operating Controls
	

	Operating Procedures
	

	Set-up & Calibration
	

	Changeovers
	

	Lubrication
	

	Preventive Maintenance
	

	Spare Parts List


	

	Electrical Maintenance
	

	Safety
	

	Systems/Operation Overview
	

	Operating Controls
	

	Operating Procedures
	

	Set-up & Calibration
	

	Removal & Replacement Parts
	

	Electronic Changeovers
	

	PLC Architecture & Strategy
	

	PLC Component Troubleshooting
	

	Basic Robotic Theory
	

	Preventive Maintenance
	

	Spare Parts List
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